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The purpose of this job aid is to explain the different budget levels that are used 
by Agencies.  Budgets are tracked at the Account level.  The two main types of 
Accounts are Expense Accounts and Revenue Accounts.   
 
A Revenue budget is a structure of budget that records estimated, recognized, 
and collected revenue.  On the screenshot below, you can view an example of a 
revenue account that is used on a General Ledger (GL) journal.  In GL, money is 
transferred from one account to another.  Demonstrated below is how these 
types of accounts are chosen.   
 

 
 

 
 

All Accounts beginning with a 4 
are revenue accounts.  The 
highest level of Revenue 
accounts is the 2-digit account.  
Any money that is added to the 
40 account will trickle down to all 
subsequent levels.   



 
 
 

An Expense budget is structure of budget (such as Appropriation) that records 

Budget, Expense, and Encumbrance.  Below is a screenshot of a 5 digit Expense 

Account that is used to create a budget.  In the subsequent screenshot is a 6 

digit Expense Account on Voucher.  

 
 

 
 
 
 

From here, the Accounts are 
grouped into 4-digit numbers, 
beginning with 4 and 
differentiated by the second digit.  
For example, 4100 is Taxes, 4200 
is Agency Earnings and so forth.  
Under taxes, Accounts are broken 
down to the types of taxes, which 
allows for the 6 digit Account 
number that can be used on a 
Journal in General Ledger.   



 
 
 

All Accounts beginning with a 5 
are Expense accounts.  The 
highest level of Expense accounts 
are the 2-digit account.  Any 
money that is added to the 50 
account will trickle down to all 
subsequent levels.   
 
From here, the Accounts are 
grouped into 4-digit numbers, 
beginning with 5 and 
differentiated by the second digit.  
For example, 5100 is Salaries 
and Wages, 5200 is Contractual 
Services and so forth.  Under 
Salaries and Wages, Accounts 
are broken down to the types of 
taxes, which allows for the 6 digit 
Account number that can be used 
on a Voucher or Purchase Order.   
 


